Training Registration and MyUNSW

Before you start

Before you start the registration process, make sure you:
1. Know your student number
2. Know your unipass (the number you use to access MyUNSW and UNSW email)
3. Know how to get to the MyUNSW website
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THE UMNIVERSITY OF NEW SOUTH WALES

Registering for a course

Step 1

To begin, go to the MyUNSW website, which is located at:www.my.unsw.edu.au
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Log in using your student number (starting with a ‘z’) and your unipass
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Step 2

After you have logged in, select the tab marked ‘My Student Profile’.
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In the ‘My Student Profile’ Box (left hand side of the page), select ‘OHS Training Registration’.
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Step 4

There are two options for searching for courses:

Option 1: Course Type
Select the course that you wish to register for by selecting and clicking on the Course Type drop

down menu and selecting the program stream you wish to register for and then clicking on the
‘search’ button.

‘Back = Course Details Help Log Qut

rianne Harris (9500055}

Training Course Registration
Befare registering for a Course you are required ta discuss the circumstances of your Training requirement with your Supervisar,

Histary . .

You may search for a course by Course Type or Course Marme, full or partial, Press Search to display the required courses, then select the Course you wish to
attend.
To view course information, attendance and cancellation policies, click on the Help button.
UMSW training procedural documentation is available through the Help function at the top of this panel.
Course Type |P|ease Select j>
Course Name I

Search Results

Course _ Description Type Tnternal/External Training Provider, Actions
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A list of courses in that program stream will then appear on your screen and select OHS Course
Type.

Option 2: Course Name

Select the course that you wish to register for by typing in the first letter of the course name and
clicking on the ‘search’ button.

yeSYrrE..
ko 1ane Course Details

rianne Harris (9500055)

Help Log Out

Training Course Registration
Before reqgistering for a Course you are required to discuss the circumnstances of your Training requirement with your Supervisor,

Histary

“fou may search for a course by Course Type or Course Name, full or partial. Press Search to display the required courses, then select the Course you wish to
attend.
To view course information, attendance and cancellation policies, click on the Help button.
UNSW training procedural documentation is available through the Help function at the top of this panel
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Step 5

Choose the course you wish to register for and click on the ‘select’ button

Course Type IOHS

Course Name

Search Results

Course Description Type Internal fExternal Training Provider
90008 COFA - OHS Aware + POI & MH OHS Internal Risk Management Unit
90003 FASS OHS AWAREMESS OHS Internal Risk Management Unit
GTECH Gene Tech for Researchers OHS Internal Risk Management Unit
HazZ Hazardous Substances OHS Internal Risk Management Unit
LABSAF Laboratory Safety Awareness OHS Internal Risk Management Unit
90004 Medicine Faculty OHS Awareness OHS Internal Risk Management Unit
90005 Medicine Faculty Risk Assessme OHS Internal Risk Management Unit
OHS OHS Awareness for Employees OHS Internal Risk Management Unit
OHSZ OHS Consultation Training OHS Internal Rislk Management Unit
PCZ PCZ BIO TRAINING OHS Internal Risk Management Unit
90001 Prevent Overuse Injury & Manua OHS Internal Risk Management Unit
POl Preventing Oweruse Injury OHS Internal Organisation & Staff Dev Svees
RAD Radiation Safety Training OHS Internal Risk Management Unit
RISKAS Risk Assessment Training OHS Internal Risk Management Unit

Step 6

Select the date of the course you wish to attend and click on the ‘select’ button.

OH!

- OHS Awareness for Employee

Course Type OHS

Course Description

Internal fExternal

Internal

Course Status Active

What is the course about?
It is an introduction to the NEW ocoupational health and safety (0HE)

5

legislation and an owverwiew of 0OHE systems, policies and procedures at TNSW.

Session Details

5 Active Start Date End Date Enrolled Waitlist Yacancies
0zo4 7 12/11/2009 12/11/2009 1] 1] 25

0z03 = 29/10/2009 29/10/2009 2 1] 23

ozoz 7 23/09/2009 23/09/2009 1 1] 24

0zo1 = 25/08/2009 25/08/2009 1 1] 24

ozoo 7 15/07/2009 15/07/2009 5] 1] 20

021z = 30/06/2009 30/06/2009 10 1] 16

o199 7 25/06/2009 25/06/2009 25 1] 1

0193 = 12/05/2009 12/05/2009 30 2 1]
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Checking your Training History and Cancelling a Registration

Step 1

To begin, go to the MyUNSW website, which is located at: www.my.unsw.edu.au
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Log in using your student number (starting with a ‘z’) and your unipass
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Step 2
After you have logged in, select the tab marked ‘My Student Profile’.

THE UMNMIVERSITY OF NEW SDOUTH WALES
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m] My Student Profile

You arma logged on as
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T rm i i g

Step 3

Select the ‘History’ link to view the courses you have completed and are enrolled for
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Cancelling an Enroliment

Step 1

Select the course you wish to cancel your registration for.

I'raining Course Registration
Reqgistration The courses you have attended, or are currently enrolled in are detailed below,

To wiew the details of a course press Sedect. If the selected course is in Waiting Approval ststus you may changs the nominated Supervisor.

You can cancel your attendance in a session if the start date is in the future,

Course Registration History

Course Description Session Start Date Status

FBWARD Chief Warden Training anzz 30/04/2003 Completed
NSSAT NewSouth HR administer Trainin ool 15/09/2004 Cormpleted
POI Preventing Cveruse Injury a0n47 27/10/2006 Completed
EEO1 EEQ Online for Staff aool 31/12/z007 Completed
00004 Performance Development Scheme aoo1 09/02/2009 Enrolled

ABFAB ab Fab Customer Service onog 20/08/2009 Cancelled

SCEL.D
CRICOS Provider Code 000986 » Authorized by the Pro-Vice-Chancellor (Students) and Registrar
Privacy Statement = Copyright & Disclaimer = Site Map = Site Feedback

Step 2
Click on the ‘cancel’ button to cancel your registration.

FBEVAC - Warden Training

Course Type Ermergency Internal fExternal Internal Course Status Active
Course Session Details

Session 01za

Start Date 03/09/2009 End Date 03/09/2009

Start Time 09:30 End Time 1z:30

Location AGSM KENSINGTON LG07
Supervisor Details

Supervisor James,Margaret Therese - Office Of Dir - Human Resource

Page | 8



